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General Information

This program is not designed to work over a netw§idu can install the program on a
network but only one person at a time can use tbgram.

*** The statbook software has been fully testedadiaptop and printer configured like those
provided to business managers by the departmente@éenmend that you use these
machines for preparing your Annual Statistical Repad Supplemental Worksheet data.

System Requirements Minimum Required Recommended
Processor Pentium 166 Pentium Il or higher
Memory 32 MB (windows 95) 64 MB
Operating System Windows 98, NT 4

Mac with Parallels
(Windows emulator)

Program Microsoft Access 2000
Disk Space 60 MB + 3 MB per LEA
Monitor VGA 800x600 or higher resolution

Printer (for report or worksheet Laser Printer

Note: If you are entering data for multiple LEAS, the bggtion will run more slowly. The
Set-up and Report processes take considerablddinue. The time will be more apparent
on less powerful machines. Report printing requinese resources than data entry. It is
usually slower, especially on a machine with lessnory.

For further information, please contact technicgdort by telephone at (802) 828-3777.

Installation Instructions

Windows NT or Windows 2000

You will have to log on as administrator to updsystem files. The installation requires a
number of restarts. Be sure to have your adminstmassword so you don’t have to call
your tech person to log in many times.

Windows Vista

You will need to save the database, all import data all export data to the user area of Vista
C:\ drive. If you are unsure where your user asda Microsoft Vista you should contact your
network administrator. The default user area focrBoft Vista is
C:\users\davidkelley\documents (you will need tbsiitute your own user name in the
pathway).

1. Close any applications currently open. Disablelose any programs (such as Norton
Anti-Virus Software) running in the background. Iteg to close open applications
when installing any software could effect systenfqgrenance.
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2. Insert the CD in CD-ROM drive.

3. From Windows Explorer (select [Start | Programsdessories | Windows Explorer])
go to the CD-ROM drive and open the Annual Staddal Double click on
DoeStatSetup.zip Follow the instructions in the dialog boxes tonplete
installation (see below for more information).

What To Expect During Installation

This year’s installation will not require a restart.

1. Installation will take time. Depending on your caubgr, it should take less than 10
minutes.

2. Save the Zip file containing the FY2010 Statbookdar Desktop or somewhere
convenient for you to access.

3. Create the directory on your C drive C:\Annual_§Sitais 2010\

4. Unzip the Database to the directory you just cakateyour desktop.

5. If you get an error message which you do not unideds or are unsure how to continue
please contact DOE HelpDesk at (802) 828-3777.

6. If the program does not start after the installatmontact the DOE help-line and a
specialist will walk you through a second instadiat

What's New!

1. The ARRA worksheet (SW-10) is new for FY10, please the data reporting
instructions for a complete description of the iegments for reporting the expenditure
of these funds.

2. The Statbook Signature Page is now included ird#ta entry application and can be

found from the main menu under the “Data SubmisSsinea.

FY10 Statbook Software Instructions 2
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Main Menu

=8l Main Menu

Annual Statistical Report, FrY10

Main Menu

| | set Up District Information
DataEntry |
E\ Expenditures

D Revenues

D Go to Worksheets Menu

| Enter Contact Information

Due By August 16, 2010

| | Open a Closed Cell
|:| Remove a District
| set File Export/import Paths

|| Import Exp/Rev Data

Data Submission

| Go To Edit Check Menu

| Goto Export Menu
| Print Signature Page
Application

| Exit Application

For Software Questions

| Goto Recap Sheet

Reports
' | Go To Report Menu

For Data Questions
Call (802) 828-0472

Call (802) 828-3777

Vermont Department of Education

Friday, June 25, 2010

9:03:06 AM

Version 2.4 Updated 6/16/10

Set Up Your District(s)

Set Up District Information — You will use this function to set up your LEAsoal
Educational Agencies)

Data Entry

You have the option to import your expenditures seknues as discussed under Utilities,
Import Exp/Rev Data or to manually enter them ushregfunctions immediately below.

Warning: A ny LEA expenditure or revenue data in the datapase to using the Import
Exp/Rev Data function will be overwritten by thet@gou import. You will be able to enter
additional expenditures and revenues manually usi@dpelow functionafter your import.

Expenditures — Use this function to manually enter your expanés.
Revenues- Use this function to manually enter your revenue

Go to Worksheets Menu— Use this function to enter information into Bepplemental
Worksheets.
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Enter Contact Information — Please enter the information about the perssporesible
for completing this information, should we needtmtact you with any questions.

Go to Recap Sheet Use this function to change the beginning badarand adjustments
on the recap sheets and to check balances acrag®hs and programs.

Reports

Go To Report Menu— Use this function to print out your reports. M&heets may be
printed directly from the worksheet entry page.

Utilities

Open a Closed Cell- This is a rare occurance, if you feel you needpen a closed cell,
please call (802) 828-0472 for assistance.

Remove a District— If you erroneously set up a wrong district, trge function to
remove it.

Set File Export/Import Paths — Use this function to change the import or explata
paths.NOTE: Do not set the path to your CD/DVD drive.

Import Exp/Rev Data — Use this function to import Expenditures andRerenues.
NOTE: You will overwrite any data that was previouslyened into the database.

Data Submission

Go To Edit Check Menu- This function allows you to view potential eson your
data prior to submitting it to DOE.

Go to Export Menu — This function allows you to export your dataatfle on your
computer and then you will then need to copy tleednto a 3.5 floppy disk or CD and
mail to the DOE, or submit it by email to DOE-DMA&R@state.vt.us.

Print Signature Page— This function allows you to print of the signayage which
must be signed by your superintendent and mail€Qg.

Application
Exit Application — Use this function to properly close out of tipplecation.

For Data Questions
Call (802) 828-0472

For Software Questions
Call (802) 828-3777
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Set Up Your District(s)

Select the desired LEA by clicking in the check Inext to the district name. Run the setup by
clicking the button “Run Set Up”. To select mulgdlEAs, just click in the check boxes next to
all the desired LEA names before clicking the “Raat Up” button. To unselect an LEA click it
a second time. The boxes with the check mark inelitee selected LEA. The setup process
takes time so please be patient and wait untihtheglass changes back to the normal mouse
pointer. Interrupting the process can damage tpecapion, requiring a re-installation to correct.

If a district is mistakenly setup from this formwmay go to “Remove District” in the Utilities
Menu.

After you have set up an LEA, click on the “RettwrMain Menu”. If you need to set up
additional LEAs for data entry, you can accessstitap screen from the Main Methe same
way you did initially.

The LEA (Local Educational Agency) Set-up Screen

:5| frm_setup
District Set Up

"Check" each districtyvou would like to setup —and then click the "Run Set Up" button atthe bottom left side of this
form. A districtwill not appear in the listif it has already been setup.

(Mote: Ifyou accidently set up the wrong district, you rermowve a district from the application by accessing the
"Remove District" option which is located in the Utilities menu.)

Tahle is in alphabetical arder —bwy district name.

suU 1D District |l District Name SetUp -
T0O1 Addison ] -
'SU003 SU003 | Addison Central S.U.
|SU001 SUOM Addison Northeast S.U. 4
| SU002 'Su002 |Addison Northwest S.U.
| SU004 Su004 Addison Rutland S.U.
|SU034 T002 Albany
|SU024 T0O03 Alburgh F
|SU053 T004 |Andover
| SU060 T005 Arlington
|SU047 TOO6 Athens .
CHINAT T4 47 Athane M raffon Mantrant loint MNas
Feturn to bMain ‘
bdain Fun et g
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Data Entry

The application is in menu driven navigation fornt&tpenditures and revenues are the main
data entry forms for the application. To switchnfr&xpenditure to Revenue (or reverse) use the
“return to Main Menu” and navigate to the arealsf &pplication you are interested in using.

In theExpenditure andRevenue Entryscreens you can change functions by using the drop
down box or by selecting the program and tabbimguish all functions for a given program.
You can change grade levels with the drop down bBggau change a grade level the application
will clear out all previous programs, function astgject information. You can also change LEAs
with the drop down box labeled “Select Districts”.

To enter a cell, simply filter down to the levehtlyou would prefer to enter data at, i.e. Grade
Level, Program, Function, or Object. Once you Hatexed far enough for your personal
preference, you can simply enter data by tabbingutyh the form or you may use the mouse to
click on the cell. Use the mouse or arrow keys twenaround. The [Return] key function is
similar to the down arrow key. The application doestab into the “Note” field, if you wish to
use this field you will need to click into the fielvith your mouse.

The data entry area of this year’s statbook costainomplete description of the program,

function and object that you are entering data. iDta entered into a cell is immediately saved
into the database after the focus is moved to @nattll or item on the screen.

FY10 Statbook Software Instructions 6
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Expenditures

Expenditures

“adneid | Oigd | Level | Pogam | Funcion | Obeet
TO3 |13 E =

Lot

Long Temn Debt | Bqnds ar I;oans'-and'State'Eonstr_u]_:t\onAld
CEMTRAL SERVICES
INTEREST.

Long Te‘l_rn Debt 1 Bqnds or Loans and State Cunsl_ru'c_:l\UnAid
CEMTRAL SERVICES

CEMTRAL SERVICES
OTHER USES OF FUNDS - NOT PRINCIPAL PAYMENTS ON EONDS OR NOTES

Type a question for help ﬁ 7

Revenues

Select Funding Level i
Select Pragram |

Select Revenue Code

AdminlD | Orgid | Funding Level  Rievenus Code

5000 SCO0T| [Other

Special Education - ELIGIELE far reimbursement

Transfers from Reserve Accounts

Special Education - ELIGIELE far reimbursement

Transfers from Reserve Accounts - Transportation

Special Education - ELIGIELE for reimbursement

Sale or Compenzation for Loss of Fixed Assets

———
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Go to Worksheets Menu
Using the Worksheets

To use all of the features of this program, youdniecomplete the Statistical Report data entry
for your district before validating and exportirgetSupplemental Worksheet data.

To start working on the supplemental worksheeeddlGo to Worksheets Menu] from the Main
Data Menu screen in the Statbook program.

Using the Select LEA Screen

Select Which Org You Want to Work With

Check LEA Name IEI

E:} SU0D | Addison Northeast S5.U.

] TO0D4 | Andover

] T031 ||Bristol

] T037 |Burlington

] T042 ||Castleton

] T127 ||Monkton

] U146 ||Rivendell Interstate School District -
Go To Main Menu Enter/Edit Data

Click on the check box corresponding with the LEAanre you want to enter data and then click
on the Enter/Edit Data.

FY10 Statbook Software Instructions 8
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Worksheet Menu

Worksheet Menu

SW1-Tuition

SW2-Union Assessments - Not Needed This Year
SW3-Supervisory Union Assessments
SW4-Unified Districts Source of Funds
SWh-Transportation Worksheet
Swo-Transportation Reimbursement Worksheet
SW7-Shared Services and Properties
5W8-Teacher Salary Data Worksheet
SW9I-Full-Time Equivalent (FTE)

]
o
L]
L]
L]
L]
]
L]

S5W10 - ARRA Expenditure Data Worksheet

O

This screen allows you to access any worksheetlginypclicking on the worksheet you would
like.

FY10 Statbook Software Instructions 9
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Closing Out of a Worksheet Print Screen

To close out of a worksheet print screen and r@ptiegram, click on the “Close” button on the
tool bar.

Frpe & gusibon [or help

Pagei (14| O[T T » M
Haady
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SW-1 Tuition

You should report all tuition paid or received o tuition worksheet except Special Education
tuition.

This year’s application includes both add and @etetords button in the worksheet. To add a
record simply click [Add a New Record for this Oggjd a record will be added. To Delete a
record, select the [Check to Delete Record] arak ¢Wice on [Delete All "Checked" Records
(Do not delete all rows for an Org!)].

Tuition Type Paid/  Tution Tu:_)n Tuition Source Name Tuition Source City Tuition FTE Tuition Total Tution ~ Check to
Received? ' Source || Source Source Rate Per Paid Delete
Type LEA Code ‘State Pupil Record

In the first column use the dropdown box to sefleetappropriate tuition type:
PK - PreKindergarten

E- Elementary
S- Secondary 7-12
V- Vocational

CE - Continuing Education
The second column allows you to choose betweengtiens:

P - Paid
R - Received

FY10 Statbook Software Instructions 11
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The third column includes a drop down box thata#igyou to select the type of entity you paid
tuition to or received tuition from. You have theotces of:
1- Public District - in state,
If you select item 1 - Public district, the thirdlemn is activated. In the
third column you can select the Vermont public sdtustrict you paid
tuition to or received tuition from using a dropdotox. If you choose
any other option in the third column, the LEA IDlwmn is not active and
you must enter the school name, city, and state.
2 - Independent School - in state,
3- Individual
4 - Out of State, public or independent.

The third column provides a drop down box thatwaiigyou to select the LEA that you paid
tuition to, or the LEA from which you received tomn from.
Enter the FTE for the tuition paid or received, tiiéon rate and the total tuition actually
paid in the next three columns. Typically, the tas#ion paid is equal to the FTE
multiplied by the tuition rate.

On all but the first and last forms in the sequetioe user may click on the [Prev Worksheet] or
[Next Worksheet] button to go backward or forwaydome form. Clicking the [Print Form]
button will initially go to print preview and therou can print from there.

SW-2 Union Assessments

The Union Assessments Worksheet SWH2 not be used this year.

FY10 Statbook Software Instructions 12
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SW-3 Supervisory Union Assessments
This form allows the user to specify SupervisorydsinAssessments paid or received.

This year’s application includes both add and @eletords button in the worksheet. To add a
record simply click [Add a New Record for this Oagjd a record will be added. To Delete a
record, select the [Check to Delete Record] arak ¢Wice on [Delete All "Checked" Records
(Do not delete all rows for an Org!)].

SW 3 Select a District T004 M

Andover

Delete All "Checked" Records
(Do not delete all rows for an
Org!)

Supervisory Union Assessments

Note: Supervisory Districts, Blue Mountain and Rivendell are NOT required to fill this out and they are
not loaded into this worksheet on Set Up. These districts should skip this worksheet.

Assessment | Paid/ LEA ID LEA Name Total Amount |~ Check to
Type Received? Paid or Rec'd = Delete
Record
= - 7
| B B -] $0.00

Print Worksheet for this

Go To Mext Worksheet District

Go To Previous Worksheet

‘ Return to Main Menu ‘

In the first column, select the type of assessrrem one of the allowed categories:
E1l- Elementary
S- Secondary 7-12
SE - Special Education

The second column allows you to choose betweengtiens:
P- Paid
R-  Received
If you are reporting the data from a Supervisoryddnyou should select “Received”.

The third column provides a drop down box thatwaiigyou to select the LEA that you paid
assessments to, or the LEA from which you receassgssments.

In the next to the last column, type the total antquaid or received, in supervisory union
assessments.

FY10 Statbook Software Instructions 13
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SW-4 Unified Districts Source of Funds
This form is only applicable if the reporting LEA& @unified district. In this case, the drop
down list for “Town ID” shows only the towns apgiale to this district. Please enter values for

Local Taxes, Grants, and Other Amounts, in the @mpate columns. The total is calculated
automatically.

T087

Town ID Town Name Local Taxes General State | Other Amounts | Tatal Amounts
Support Grant

Note: If the reporting district is not a Unified districhen a box will appear with the following
message: SW-4 is not a valid worksheet for thamimgtion you have selected.

FY10 Statbook Software Instructions 14
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SW-5 Transportation Worksheet

This worksheet allows the reporting district todkelown the transportation costs among the
various types of vehicles, and who owns them.

Number of Vehicles  Miles Traveled This Amount Spent
School Year Operating Vehicles

Owned by this LEA

Please enter the number of vehicles by vehicle tgpe below for explanation of vehicle types),
the miles traveled during the school year, andatheunt spent operating them, for each type of
vehicle

Vehicle Types
Type | Vehicle
A school bus designed to transport more than 15quagers, including the
operator.

Type Il Vehicle
A school bus designed to transport less than 1éep@ers, including the operator.

FY10 Statbook Software Instructions 15
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SW-6 Transportation Reimbursement Worksheet

This worksheet breaks out the transportation dbstisare and are not reimbursable.

SW 6 Select a District T031

Bristol

Transportation Reimbursment Worksheet

" | This district does not have any reimbursable transportation expenditures

Section 1
Values for Functions 2711 and 2712 are copied from the Statbook Database

Functions 2711-Student Transportation —-Resident Students toffrom school (equals Function 2711 in the Expenditure sect) $0.00 (1 a)
Functions 2712-Student Transportation --Mon-Resident Students toffrom school (equals Function 2712 in the Expenditure sect) $0.00 (1 by
Sub-Total 1=1a+1b 0.00

Section 2
Any expenditures in Functions 2711 and 2712 attributable to the purchase of schaol buses $20.00 |({2a)
Annual depreciation of school buses and interest on school bus purchases (see instructions) $10.00 (2b)

Sub-Total 2 =Section 1 Subtotal - 2a+2b ($10.00)
Section 3
Subtract any expenditures in functions 2711 and 2712 made for any purpose other that transporting students one trip to and one trip $0.00 (33)
from school. Also, subtract any additional special education and vocational transportation costs included in 2711 and 2712 (portion
reimbursement AND remainder) which are eligible for reimbursement elsewhere

Sub-Total 3 =Sub-Total 2(3a) ($10.00)

Section 4

(The intent of this step is to remove all revenues associated with expenditures found in Sub-Total 3.)

Go To Previous Worksheet Go To Mext Worksheet

Ret to M M
eturn to Main Menu ‘ District

‘ Print Worksheet for this

This tab allows the user to report revenues anémifures for school and non-school
transportation, depreciation, interest, and trartaion revenues. The running Sub-Totals are
calculated automatically as the user enters edcie \@d may not be edited manually

Note: The totals for Function 2711 and Function 2712 fdlautomatically filled from your
statbook data.
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SW-7 Shared Services and Properties

This worksheet is used by a school district to repany amount paid, or received, from its
corresponding municipality or municipal offices &®rvices and/or any property in-kind services
it donated, or received from, its municipality.

General Tab

SW 7 Select a District T042

Castleton

Shared Services and Properties
If this district has no information that would go on this worksheet, please check the following box:

— This district does not pay for or receive municipal services, receive in-kind services or property, or provide services
to the municipality.

General | By District to Municipality i By hunicipality to District |

Title 16, Section 4029(f) directs the Dept. of Education to annually collect the amount each school district paid to or received from
its municipality, including donated property and in-kind services. Education tax revenue the district receives from the municipality is
not included. The objective is to insure the funds are used for education purposes and municipal funds are used for municipal
purposes with the meaning of Title 16, Section 4029.

Title 16, Section 4029. Use of funds for local education spending:

(a) Funds for local education spending may be used by a school district for legitimate items of current education expense and shall
not be used for municipal services.

(b)Funds raised under section 2664 of Title 17, section 2601 of Title 20 or section 1309 of Title 24 shall be used only for municipal
services and shall not be used for education expense

(e)For the purposes of this section, notwithstanding any provision of municipal law to the contrary, "legitimate items of current
education expense" may include reasonable payments to a municipality for services performed on behalf of a school district by its
corresponding town or city clerk, or the town or city auditors.

(HAnnually, on a form prescribed by the commissioner, each school district shall report for the previous school year, the amount it
paid or received from its corresponding municipality or municipal officials, including any payments made pursuant to subsection(e)
of this section, and any property or in-kind services it donated to or received from it's corresponding municipality.

Print Waorksheet for this

Go To Mext Worksheset District

Return to Main Menu ‘ Go To Previous Worksheat

If this district has no information that would go this worksheet, please check the following
box: This district does not pay for or receive municipalervices, receive in-kind services or
property, or provide services to the municipality You will not have the ability to enter
anything under the following two tabs once you helvecked that box.

If you have any municipal services that shoulddgorted please use the following tabs.
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By District to Municipality Tab

Use this tab if your district made payments, orated property and/or services, to the
municipality.

-y | By District to Municipality

FY10 Statbook Software Instructions 18
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By Municipality to District Tab

Use this tab if your Municipality made paymentstar school district or, provided services
and/or donated property, to the school district.

 Municipality to District

FY10 Statbook Software Instructions
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SW-8 Teacher Salary Data Worksheet

This worksheet is used by a school district to repalaries paid to full-time and part-time
teachers for regular, special, vocational and otkeication programs.

Salaries paid to teachers in regular education programs.
- Includes Program 100 and the regular education portion of Program 050.

Salaries paid to special education teachers. $0.00
Includes Program 200 series programs and the special education portion of Program 050.

Salaries paid to vocational education teachers. $0.00
* Includes Program 300.

) Salaries paid to teachers in other programs providing instructions to grades prekindergarten $0.00
= through grade 12 and ungraded students.
Total Teacher Salaries

FY10 Statbook Software Instructions 20
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SW-9 Full-Time Equivalent (FTE)

This worksheet is used by a school district to refie full-time equivalence of students who
attend programs for whom expenditures are repanel@r non-regular education
categories/programs.

General Tab
The information on this tab is general informatregarding how to report data for the

worksheet. Please refer to the FY10 Statbook Regpitistructions manual for further
explanation.

SW 9 Select a District VC005

Cold Hollow Career Center

FULL-TIME EQUIVALENT (FTE)

The purpose of this worksheet is to collect student FTEs that should be excluded in the reguiar education Allowable Tuition
calculation required by 16 V.S A. Section 836. The FTE calculation starts with the Spring Census FTE count and is reduced by
the FTE figures reported below for the excluded catagories of Special Education Eligible for Reimbursement, Aduit Education,
and Technical Education at Regional Technical Centers.

Column 1:--Special Education —report the fulHime equivalent count of students who were included in the Spring Census
for any school in the district, but recieved their education in "self-contained special education” or "special class" programs
in the district's schools. If students' educational costs are reported as special education costs for the whole school day or
a significant part of the day, that portion of the school day should be excluded. For example, If a schoaol operates a self-
contained special education program (sometimes called alternative programs), the portion of the day that special education
students are in the program should be excluded. So if the special education "alternative” program has eight for half the
school day, then the FTE shown above whould be 10(8+(.5 x 4)). Do NOT exclude mainstreamed special education
students. If you charge a regular education tuition for a student or would if the student came from another town, do not
exclude that student's FTE by reporting it in the table above.

Column 2:— Adult (Program 600) — report the full-time equivalent count of students who were included in the spring census
of any school district but whose educational costs are shown in Program 600 in the Annual Statistical Report.

Column 3:—-Regional Technical Centers — report the full-time equivalent count of students who were included in the Spring
Census of any school operated by the district but whose educational costs are reported at a regional technical center.
Because these costs are reported outside of regular education, the student count is excluded from the table. NOTE: Tech
Center Data entered here is used to monitor DOE's internal data. Entering data for TECH CENTER FTE's is optional.

Print Worksheet for this
District

Return to Main Menu Go To Next Worksheet

FY10 Statbook Software Instructions 21



Vermont Department of Education

Data Tab

This tab is where you report the number of fulldieguivalents of students in non-regular
educations programs.

Grade Level orUngraded Category Special Education Adult Fegional Technical Centars
) NON-MAMNSTREAMED (OPTIONAL)
{Sel-Contained Instruction) Pragram 600 '

Preschool-PreKindergarten/EEE*

Kindergarten-Part Time™

Kindergarten-Full Time +

Elemantary, Grades 1-5

Elementary, Ungraded

Secondary, Grades 748

Secondary, Grades 312

Secondary, Ungraded

Adultvithout Diploma ++
|Adultin Adult Diploma Pragram

=2 o o o T o o o) 2| =

= =2 e e ==

Adultwith Diploma

Return to Main Menu | | Go To Previous Worksheet | | Go’ el CRLMO SCEt D
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SW-10 ARRA Expenditure Data Worksheet

This is the tab where you report the portion ofenditures that originated from ARRA funds.
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Enter Contact Information

Contact Information

Please enter your name, telephone number and e-mail address below.
‘We will use this information to contact you should we have any questions
regarding your data.
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Go To Recap Sheet

To begin working with the Recap Sheets Select y&ik from the Drop down list and then
click on [Load Recap Sheet with Current Data]. Tartge the beginning balances and
adjustments on the recap sheets, select [Go topR&weet | and the editing report/entry will
appear. The cursor will begin in the beginning Ba&aCell for P021 and can be tab through
from this point entering the beginning balance adgistment for each program. To exit the
screen click [Return to Main Menu]. To review yadlits select [Print Recap Sheet] from the
bottom of the screen.

Recap Report Select a District J242 B Whitingham/ Wilmington Contract District

Mote: Use Button &t the haottom of the form to load Recap Repart with Current Data

orgid type majar FO21 FO22 PO31 PO32 =] =30 P12 P290 P300 =X il PGOD Pa00 P00
242 [|Expendiures |[1000 || $0 | $0 || $0 | S0 || $2506370 || §736812 | $160 || 37,289 || $0 | $ || $0 || $0 || $ ||
1242 [|Expenciures [[2100 || 50 || ) ) s0 || 63286 || $25235 | 0 || %0 || 0 || ) 50 || 0 || %0 ||
1242 [|Expendiures |[2200 | 50 || 0 || $0 || $0 || s12971 || 50 || 50 || 0 || 50 || 0 || 50 || 50 || 0 ||
1242 [|Expendiures |[2300 | 50 0 || 80 | S0 || $231257 || $0 || 8240870 || 0 || 50 || 0 || 50 || 50 || 0 ||
1242 || Expendiures | [2400 | S0 || 0 || 0 || S0 || $302303 || 50 || 50 || 0 || 50 || 0 || 50 || 50 || 0 ||
1247 |Expendiures | 2500 B B B B $20322 ) 0 B 5] B 5] ] B
1242 |Expenciures | 2500 0 ) @ 0 $511,153 ) ) ) ) ) ) ) )
1242 || Expendiures | 2700 € ) % € ¢41950 ) ) ) ) ) ) ) )
1242 | |Expenciures | 2000 ) ) ) ) ) ) ) ) ) ) ) ) )
1242 |Expendiures | 3100 & ) @ & ) ) ) ) ) ) ) ) )
1247 |Expendiures | 3200 B B B B 0 B 0 B 0 B 0 ) B
1242 |Expenciures | 3300 € ) % € ) ) ) ) ) ) ) ) )
1247 | |Expendiures | [4000 | $30047 §12.877 B B ) ] 0 B 0 B 0 ] B
1242 |Expenciures | 5100 ) ) ) ) ) ) ) ) ) ) ) ) )
1242 |Expendiures | 5200 € ) % € §1407 ) ) ) ) ) ) ) )
1242 | |Expenciures | 5300 ) ) @ ) 5623 ) ) ) ) ) ) ) )
1242 |Expendiures | 5500 <0 ) %0 <0 ) ) ) ) 0 ) 0 ) )
orgid tpe  majar PiZ] P22 P31 P32 100 PetT Pz P23 P00 P00 P00 Pa00 P00
142 | Revenues|1000-Local $30,047 ) ) S0 || 4097257 || 6762047 || 6241030 ) ) 0 € ) )
1242 | Revenues|2000-5U ) ) ) ) ) ) ) <3720 ) ) ) ) )
22 | Revenues|3000-Se 0| 1287 ) & 5,231 & ) ) ) 0 & ) )
247 | Revenues|4000-Federal @ ) ) ) ) ) ) ) ) 0 ) ) )
127 | Revenues|5000-Cher %0 0 s <0 $28.200 <0 %0 s %0 50 <0 0 s

Load Recap Sheetwith
Current Data

Print Recap Worksheet for

Return to Main Menu ‘ ‘ Go To Expenditures ‘ ‘ Go To Revenues this District
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Reports

Go To Report Menu

Select a District:
*Prints* Blank Stat Book (Expenditures and Revenues-All Rows)

Print Preview: Expenditure Report (All Rows)

Print Preview: Expenditure Report -Rows with Values Only
{ If no data has been entered. report will be blank_ )

Print Preview: Revenue Report {All Rows)

Print Preview: Revenue Report (Rows with Values Only)
{ If no data has been entered. report will be blank_ )

Note: Worksheets may be printed from each worksheet page

Goto
Feturn to
. “Worksheets

FY10 Statbook Software Instructions
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Utilities

Open a Closed Cell

Opening Cells

A password is required from the School Finance Group to open a cell. All
cells that are opened using this utility will be verified against an "opened cells
by district” list in the master database at DOE. If you feel you need to open
a cell, please call 828-0472.

Open a Cell in Expenditure Table

OpenExpenditure

Select Program
Select Function
Select Object

Open a Cell in Revenue Table

Select District

Select Program

Select Revenue Code

K1 K11 KN KD

Dpen Revenue Cell

EINKIRK]

Feturn to kain
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Remove a District

Hemove District

"Check" each districtyvouwould like to remowve from setup —and then click the "Remawve District"
button atthe bottom left side of this farm. A district will not appear in the listif it has not heen setup.
Once a district is remowed, any data that has been entered far that district is unrecoverable.

Table iz in alphabetical arder =l district name.

| District I District Name
Addison Northeast 5.U.
Andover

Bristol

Burlington

Castleton

T127 Monkton

U146 Rivendell Interstate School Districi
1249 VAlhiti ilrmi rt

Record: 4 1 1of9 oMo % Mo Filter | |[Search

Feturn to Main Femaowve District

111111115
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Set File Export/Import Paths

Prior to importing or exporting files you must hawe following directory set up (This should
have been created during installation.): C:\Annsitistics 2010

Set an Export/Import Path

This application is configured to export data to the path
CAaAannual_statistics_2010\FilesforDOE and import data from
CAAnnual_statistics_2010\FilesforDOEUmport directories. You may change theses settings
but please use this format. Note: Indicate drive and directory path. Do not use a "\" at the
end of the path. Do not set path to CDJ/DVD drive. You will receive a runtime error.

If you would like to import data. you must specify a directory where the files will be located.

Export Path
Clannual_statistics_ 2010\FilesforDOE

Import Path
ClAnnual_statistics 201 0Mmport

Feturn to Main Menu
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Import Exp/Rev Data

File headings and order of columns must be cofoedhe Import Utility to function properly for
information on field names; size and type pleaseAggendix A.

After clicking [Import Exp/Rev Data] the import lah, then check the [ImportExp?] or [Import
Rev?] and then clicking [Import Data]. Select a filom the directory
C:\Annual_Statsitics_2010\import\drive to import into the application. You will neéalhave

a file in this directory called ImportExpenditurds.to import expenditures and a file called
ImportRevenues.xls . When you want to import a b&#& simply save the new LEA data out to
the file names and you will be ready to import mifiation for that LEA by beginning the
process again.

Import Expenditure and/or Revenue Data

"Check" each district you would like to import. You may choose to import expenditures and/or revenues. To complete the
process, click the "lmport Data" button at the bottom left side of this form. The import files must be written to the directory
specified in the file path menu (See Ultiliies section on the Main Menu.) The Revenue file must be named
ImportRevenues.xls and the Expenditure file must be name ImportExpenditures xls. The district must first be setup in order
for the import to work. Any existing cell values will be overwritten if the import contains a record for the cell. Only data in
"valid" open cells will be imported. Ifthe imported data doesn't have the expected value, verify the data you have imported
doesn't include values for "closed cells". This table is in alphabetical order —by district name.

District Il District Name Import Exp? Import Rev?
'SU001 Addison Northeast S.U. ] ]
TOD4 Andover I I
TO31 Bristol

| TO37 Burlington | |

| T042 Castieton [ (=]
T127 Monkton ) P
U146 Rivendell Interstate School District

J242 Whitingham,/ Wilmington Contract I I
SC001 Woodside Juvenile Rehab Center L |

Feturn to kain
e ‘ Impaort Data

The default Import File Names are [ImportExpendituis] and [ImportRevenues.xls]. If you
select the wrong LEA to import or import files aneomplete the import process will stop and
send a message to the screen that it could nahcentAt this time an import utility is not
available for the worksheet data.

Import: Click on the [Import] button (when it is enabléd)perform an import from the file. Be
careful when you import data.

Warning: Any data in the database for the LEA being impontétbe replaced by the data you
import.

Note: Importing is a slow process, please take the ineedo not interupt the process.
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Should you see one of the following messages wviileg to import your files, please review
your importrevenues and/or importexpenditures efiles for a possible typographical error.

Usually one these errors would only pop up whentyae entered a number larger than ten
billion.

-

Microsoft Office Access ﬁ

You have encountered the following error: 6 in subroutine 'doimport’ in
frm_importbyDist. Cannot continue import. Please call 828-3777 for
assistance.

OK

Or

Annual Stat Report , E

Annual Stat Report was unable to append all the data to the table.

4

_ The contents of fields in 1 record(s) were deleted, and 0 record(s) were lost due to key violations.
'0 * If data was deleted, the data you pasted or imported doesn't match the field data types or the FieldSize property in the
§  destination table.
* If records were lost, either the records you pasted contain primary key values that already exist in the destination table,
or they violate referential integrity rules for a relationship defined between tables.
Do you want to proceed anyway?

|Yes|| No HHelp‘

After correcting your import file(s), try runninge import again. If you are still having
problems with your import and receiving an erroissage, please contact us at (802) 828-3777.
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Data Submission

Go To Edit Check Menu

Edit Checks

This form runs the edit checks for the Expenditures, Revenues and Worksheets for all loaded districts. If the program identifies any entries
that trigger an edit flag, you will be prompted to comment on, validate, or call school finance to explain the entry that triggered the edit. You
may ovende (unflag) these edits by "checking" the checkbox(es) below and clicking the "Unflag "checked" Edits button. You will be
prompted for a password for each edit you are unflagging. Once an edit is "unflagged”, it will not appear in the list

‘ Feturn to Main Menu ‘ Unflag "checked" Edits (Reqguires Password from DOE) ‘ ‘ Print Edit Check Report ‘
Org ID §Edit ID Edit Description A

T042 A SW3STAT-1 SW-3: The Type Code does not have a valid value.

Additional information about record triggering edit(if TYPE=NULL,SOURCELEAID=NULL,SOURCENAME=NULL,
applicable): =
To address this edit, you may change the data or do the Call DOE for Password
followina:

Note or Initials (if applicable)

"Check” to Unflag Edit using a Password from DOE | |

To42 | STAT030-5 Function 2300, differs by more than 15% from the previous year

Additional information about record triggering edit(if
applicable):

To address this edit, you may change the data or do the Initial this edit check (Business Manager Initial)
followina:
Note or Initials (if applicable)

"Check" to Unflag Edit using a Password from DOE |

T042 @ STATO30-7 Function 2500, differs by more than 15% from the previous year

Running the Edit Checks

You must verify your data before you can exportdhta. To verify your data, select [Go to the
Edit Check Menu | Run Edits]. This screen willggiou a list of potential errors in your data
and explains the response required to allow yaurdate files to submit to the DOE.

* You must address the errors found by followingdhrections listed in the box after this
statement “To address this edit, you may changeddkeeor do the following:” It will
give you the option of doing one of the following:

o Call DOE for Password
o Initial this edit check (Business Manager Initial)
0 Attach Note

FY10 Statbook Software Instructions 32



Vermont Department of Education

Go to Export Menu

Before beginning the Exporting process check tiigyiSet File Export/Import Paths] to verify
that the data will be written to the correct looatilt is recommended that you use the default
drive and pathway.

Note: Users running &Vindows Vista environment will not be able to use the default
locations for Statbook importing and exporting. teisequires the user files to be written
to that person’s “User” account. If you are notesaf the location of your “User” area,
please contact your local network administrator.

Export Data for Submizsion to DOE Version 2.4

"Check" each district you would like to export. To complete the process, click the
"Export Data" button at the bottom left side of this form. The export files will be
written to the following directory on your "C:"drive:
C\Annual_statistics_2010\FilesforDOE . The application will verify all data passes
mandatory edit checks before the exports are completed. Any issues identified via
the edit checking process must be addressed before the program will export the
data. This table is in alphabetical order -- by district name.

District Il District Name Export
SU001 Addison Northeast S.U.

TOO4 Andover

TO31 Bristol

TO37 Burlington

TD42 Castleton

T127 Monkton

U146 Rivendell Interstate School District

J242 Whitingham/ Wilmington Contract

SC001 Woodside Juvenile Rehab Center

Feturn to Main Export Data
henu

The export tool serves two purposes, backing ug dadl transporting data. From the menu, [Go
to Export Menu], select the LEA from which you planexport data. An export should be
performed after a significant amount of work hasrbdone. It is possible to rebuild the database
using the exported file, using the import functidbmecessary.

When you have finished entering the financial datd clearing your edits for a district the data
is then ready for export. Select [Go to Export Me@elect the district from the grid that you
wish to export and upon hitting the export buttiea &pplication will save your data the export
folder you specified in the [Set File Export/Imp@&aths] function.

Now you must send the data to DOE. You will haviotate the data on your computer, in the
location you specified earlier. In most cases wadufind your data here:
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C:\Annual_statistics_2010. You will find two foldewith the same name but the file extensions
will be different. One will be a regular file fad and the other one will be a compressed zip
folder. You will need to copy the compressed nijplér onto a 3.5 floppy disk or CD and mail

to the DOE, or submitted by email DE-DMATData@state.vt.us

Default Directory: The application starts by usi@\Annual_Staistics_2010%s the default
directory. It will remember the directory you udedt time and use it as default directory. If you
change directories, please select a directory avithme less than 50 characters long.

Default Export File Name: The default file name is coded with the LEA id&oétion and the
fiscal year.

Export: Click on the [Export] button to export the selectdEA into the file indicated.

Printing: To print a blank Expenditure or Revenue ReporeddReport (Print) | Print BLANK
Stat Book (Expenditures and Revenues-All RowsgaB¢ be sure to select the appropriate LEA
type before printing your blank report. The forroathe blank report depends on the type of
LEA currently active in the database. For instatice blank report for a Supervisory Union does
not list revenue codes for unions.
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Print Signature Page

LEAID:

LEA NAME:

State of Vermont
F¥10 Annual Statistical Report

Failure to satisfaciornily complete and file the Annua | Statistical Report on or before the
due date will result in the withholding of all State and Federal payments prosessed by
the Deparment of Edecation.

Person to contact with guestions abowt these compleied workshests:
Mamee:

Phone:

E-mail:

Superintendent’s Signature Required

| atiest to the best of my knowled ge and belie f that the information is accwrate and
the school district is in compliance with all reguirements of stse and federal law.

Signature of Superine ndant Cate

This signaturs pags must bs ¢ omplsted for achs upsnésony uion or district

Application
Exit Application

Please use this button to exit out of the appbcati
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Appendix A
Expenditure Table Import Specifications
Field Name Field Descriptions Field Type Field Size
gradeLevCode | Grade LEVEL Code Text 5
ObjCode Object Code Text 5
ProCode Program Code Text 5
FunctionCode | Functiion Code Text 5
Amount Currency /Amount Currency decimal places 2
Notel Note field Text 255
Orgid LEA Organization ID Text 6

RevCode Revenue Code Text 5
ProCode Program Code Text 5
Amount Currency /Amount Currency decimal places 2
Notel Note Field Text 255
Orgid LEA Organization ID Text 6
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